
 
 

 

Creating a Virtual School Code in the Educational Entity Master 

The Educational Entity Master is the directory for all educational entities in the state 

of Michigan. Entities in EEM are schools or other educational buildings. Programs 

are tracked using the characteristics of an entity or at the local level within a 

district’s student information system. 

This means a virtual option will only be granted a separate entity code if it meets all 

the same qualifications as a physical school. A virtual school must have its own 

students, staff and administration separate from existing schools.  

CEPI uses state and federal guidelines to determine when a new school requires an 

entity code. If your district is unsure whether your virtual option requires a 

separate entity code, use the checklist below. The following criteria will be used to 

determine eligibility. 

Eligibility Qualifications: 

☐ All students, staff and per-pupil expenditures associated with the 

virtual option must be reported using the new entity code and not one 

of the existing entity codes. 

☐ The virtual option has a qualified, credentialed administrator. 

☐ The virtual option has core subject-area classes. 

☐ The virtual option will function as the primary education providing 

entity for students enrolled in the school. 

☐ The virtual option offers a full day’s roster of classes. 

☐ The virtual option will be the entity responsible for testing students. 

☐ The number of anticipated students across grade levels is greater than 

30 students or 1% of the district’s population. 

☐ The majority of students (at least 50%) are not coming from a single 

entity, such as a local high school. 

☐ The virtual option does not share any core subject-area teachers with 

an existing school in the district. 

☐ The virtual option teachers are hired by the operating district and not 

contracted through a third-party provider or virtual program. 

☐ The virtual option offers different core subject-area courses from the 

brick and mortal schools. (Note: difference cannot be due solely to 

virtual nature of courses.) 
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These criteria are used for all new schools. If you are attempting to establish a 

cyber school, as defined by Section 5-O-C of the Pupil Accounting Manual, there are 

additional requirements that must be completed. Questions on establishing a cyber 

school can be directed to the MDE Public School Academies Unit at 

mdepsagrant@michigan.gov.  

While this checklist can be helpful in determining whether your virtual option should 

have a separate entity code, there may be additional criteria or guidelines MDE and 

CEPI must consider when granting a new code. It is important to note that a virtual 

option does not require a separate entity code to be offered to students. If your 

virtual option does not meet the criteria to be considered a separate school, the 

students and staff would be reported using the existing school codes in the district. 

If your virtual option meets the eligibility qualifications and a new school code is 

granted, then the virtual option will be considered a separate school and must fulfill 

the same requirements as a physical school. 

School Requirements: 

☐ Must submit/review data in all required CEPI data systems: 

• Michigan Student Data System 

o Reporting is required in the fall, spring and at the end of the school 

year. Student enrollment must be reported at the school where the 

student receives instruction. 

o Reporting of student performance is also required annually in the 

Teacher Student Data Link Collection. 

• School Infrastructure Database 

o Incidents of school crime must be reported at the end of the school 

year. 

• Registry of Educational Personnel 

o All staff at the school must be reported in the fall and at the end of 

the school year. 

• Financial Information Database 

o Expenditures must be reported at the school level. 

• Educational Entity Master 

o Contact and demographic information must be kept up to date. 

• Graduation and Dropout Application (if applicable) 

o Review preliminary graduation rate reports and exit status audit 

findings. 

☐ Will receive a school-level accountability designation: 

• Accountability designations will be calculated and attributed based on all 

students for whom the school is the PEPE. 

https://www.michigan.gov/documents/mde/2020-21_PAM_716454_7.pdf
mailto:mdepsagrant@michigan.gov
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☐ Must complete all school-level reporting: 

• This includes a Michigan Continuous Improvement Plan, school process 

rubrics, or a self-assessment. 

☐ Must administer all state assessments to students for whom the 

school is the PEPE. 

☐ Must complete educator evaluations for teachers and administrators 

working at the entity. 


